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Time Recording and Time 
Approval

Chapter 5 – Tips & Tricks
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Tips & Tricks #1
Viewing Transaction Code on SAP menu

1. Click on Extras and then 
click settings.
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Tips & Tricks #1
Viewing Transaction Code on SAP menu

2. Click in box (Display 
technical names) to 
check.

3. Green 
check to 
continue

Once these steps are completed, go back through 
menu path and the transaction code will be 
displayed.
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Tips & Tricks #2
Administrator Group & Time Administrator

1.  Enter PA51 in the command field and press enter.
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Tips & Tricks #2
Administrator Group & Time Administrator

2.  Enter the personnel 
number of the employee 
and press enter.

3.  Click on the 
Time management 
data tab

4. Click to highlight 
the Organizational 
Assignment infotype

5. Click the 
display icon
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Tips & Tricks #2
Administrator Group & Time Administrator

Note:  The Personnel Area is the same as the 
Administrator group.  The Time Administrator is 
listed for the employee.  Always verify the validity of 
the record.  The most current record would have an 
end date of 12/31/9999.  
If you cannot access this infotype, check with 
your Central Office for assistance.
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Tips & Tricks #3 
Sort Employees

1. Click on the column heading to 
highlight column.

2. Click on one of 
the sort icon
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Tips & Tricks #3
Sort Employees

Note:  Employees are now 
displayed by Personnel number in 
ascending numerical order.
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Tips & Tricks #4
Toggle Between Days & Dates

The default for the Cross Application Time Sheet is 
dates.  To view days instead of dates, click the 
Weekdays on/off icon.  
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Tips & Tricks #4
Toggle Between Days & Dates

The Weekdays on/off icon will have to be selected 
to view days each time you access the Cross 
Application Time Sheet.
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Tips & Tricks #5
Customize Your Time Sheet

1. Position your mouse 
between the column 
to produce a black 
cross.

2. Press and hold 
down your left 
mouse button; drag 
column to the left to 
close.
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Tips & Tricks #5
Customize Your Time Sheet

Note:  Repeat step 1 & 2 to 
close as many columns as you 
desire.
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Tips & Tricks #5
Customize Your Time Sheet

3.  Click the 
table icon
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Tips & Tricks #5
Customize Your Time Sheet

4. Enter a name in 
the variant field.

5. Click the Create 
button.

You can choose to name your variant any name you 
wish.  If that name has already been used, you 
will receive a message stating, “Do you want  to 
overwrite existing variants?”  If you answer no, 
you can rename the variant.
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Tips & Tricks #5
Customize Your Time Sheet

6. Click the close icon

Notice how your variant name is displayed in the 
current and standard settings fields.  
You will receive a message stating that your variant 
is saved.  Your changed settings will remain until 
you reset them.
To reset original settings, proceed with steps 7-9.
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Tips & Tricks #5
Customize Your Time Sheet

7. Click the table icon

8. Use the pull down menu 
and click on basic settings

9. Click the Save button.

Note:  These steps are done to restore original 
settings.
Change both fields (Current settings and 
Standard settings) to Basic settings.



HRTRC - 02/16/04 5-17

An AASIS Training Guide - Enterprise HRTRC – Time Recording and Time Approval

AASIS Support Center, Diane Hill
02/16/04, Revised to V4

5-17

Tips & Tricks #6
View More Lines on Time Sheet

1. Click the customizing icon 
and click on New Visual 
Design.

There could be a number of reasons why you are not 
able to view more lines on the Cross Application Time
Sheet.  Here are a couple of areas to check:

1. To check your SAP GUI settings, perform steps 1 - 3.
2. To check your PC settings, perform steps 4 – 11.

If none of these steps solve your problem, please
check with your agency’s technical personnel for
additional assistance.
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Tips & Tricks #6
View More Lines on Time Sheet

2. Click the button and 
drag to a smaller font 
size.
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Tips & Tricks #6
View More Lines On Time Sheet

3. Click 

In order for the new settings to take effect, you will 
have to completely log off the AASIS system and 
then log back on.

You may repeat steps 1- 3 as needed to obtain the 
desired font size.
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Tips & Tricks #6
View More Lines On Time Sheet

4. Right-click on your 
desktop
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Tips & Tricks #6
View More Lines On Time Sheet

5.  Click on Active 
Desktop.

6. Click on Customize 
My Desktop
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Tips & Tricks #6
View More Lines On Time Sheet

8.  Drag the bar to a 
desired pixels 
setting.

9. Click

7. Choose the 
Settings tab

Note:  The higher the pixel setting, the smaller the 
font.
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Tips & Tricks #6
View More Line On Time Sheet

10. Click
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Tips & Tricks #6
View More Lines On Time Sheet

11. Click
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Tips & Tricks #7
COPY CELLS

1. Highlight line 2. Enter From and To 
times for morning and 
afternoon and press 
enter.

This process is used to copy time pairs (From and 
To morning and afternoon hours) from one day to 
the other days.
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Tips & Tricks #7 
COPY CELLS

3. Press Ctrl + Y on your 
computer keyboard. 

Note: Your cursor will 
turned to a plus sign.

4. Move your cursor to the 
top total field.

5. Press and hold down 
the left mouse button and 
drag to highlight the fields 
to be copied.

6. Press Ctrl + C to copy 
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Tips & Tricks #7
COPY CELLS

7. Position the cursor in the 
field you want to paste the 
copied information and press 
Ctrl + V.

You can continue this process (Ctrl + V) throughout 
the end of the week or end of the payperiod.  
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Tips & Tricks #8
COPY LINES

1. Highlight employees.

2. Click 
pencil icon 
or F5

When you have more than one employee with the 
same work hours as other employees, you can use 
the copy function to save time.  
You must highlight more than one employee in 
order to copy the times from one employee to the 
next.
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Tips & Tricks #8
COPY LINES

3. Enter the personnel 
number of one of the 
employee on two lines 
and press enter.
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Tips & Tricks #8
COPY LINES

4. Enter the From and To 
hours for the morning 
and afternoon hours and 
press enter.
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Tips & Tricks #8
COPY LINES

5. Highlight the 
lines to be copied.
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Tips & Tricks #8
COPY LINES

6. Click the copy 
icon or F5.

Note:  The lines will be copied 
directly beneath the previous 
lines.
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Tips & Tricks #8
COPY LINES

7. Change the employee  
number on the last two lines to 
the other employee’s number 
and press enter.
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Tips & Tricks #8
COPY LINES

Note:  All times have been copied,  
formatted and placed under the 
correct personnel number.

8. Verify time totals and  
save your entries.
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Tips & Tricks #9
STOP TRANSACTION

If you need to stop a transaction from running, you 
can click the stop transaction icon located in the 
upper left hand corner of the menu and click on  
stop transaction.  If a large transaction is in 
progress, it may take a moment or two to stop).
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Tips & Tricks #10
CREATING A VARIANT

If you are using the same data payperiod after 
payperiod to approve time, you can create a 
variant to readily access your information.
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Tips & Tricks #10 
CREATING A VARIANT

1. Click the 
Selection 
option icon

You can create your variant by using your Cost 
Centers, Personnel number, etc.  You can also search 
by other options located under the Further selections 
tab     such as Personnel Area or Business area.
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Tips & Tricks #10
CREATING A VARIANT

2. Highlight the 
desired selections

3. Click
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Tips & Tricks #10
CREATING A VARIANT

4. Click green 
check
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Tips & Tricks #10
CREATING A VARIANT

Note: Criteria must be specified under the
Selection tab in order to tell the system 
which group of employees to select for 
your approval.

5. Click the appropriate 
multiple selection box to
to enter the employees
you want to set up in
the variant.

By clicking on the multiple selection         you are able 
to list different personnel numbers, personnel areas, 
business areas, etc. 
To list multiple personnel numbers, proceed with 
step 5.  
To list personnel areas, after completing step 5, 
skip to step 8. 
To list business areas, after completing step 5, 
skip to step 10.
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Tips & Tricks #10
CREATING A VARIANT

6. Enter the employee personnel numbers

Note:  You can add more 
employee’s personnel 
numbers by pressing enter 
to populate more fields

You may set the criteria by cost centers, personnel 
areas, etc.



HRTRC - 02/16/04 5-42

An AASIS Training Guide - Enterprise HRTRC – Time Recording and Time Approval

AASIS Support Center, Diane Hill
02/16/04, Revised to V4

5-42

Tips & Tricks #10
CREATING A VARIANT

6. Enter the employee personnel numbers

7. Click
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Tips & Tricks #10
CREATING A VARIANT



HRTRC - 02/16/04 5-44

An AASIS Training Guide - Enterprise HRTRC – Time Recording and Time Approval

AASIS Support Center, Diane Hill
02/16/04, Revised to V4

5-44

Tips & Tricks #10
CREATING A VARIANT

8. Enter the personnel 
areas; press enter

9. Click
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Tips & Tricks #10
CREATING A VARIANT
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Tips & Tricks #10
CREATING A VARIANT

10.  Enter the Business 
areas

11. Click
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Tips & Tricks #10
CREATING A VARIANT

12. Click to save
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Tips & Tricks #10
CREATING A VARIANT

13. In the ‘Variant name’ field, enter a name for 
the variant.
14.  In the ‘Meaning field, enter the description 
of the variant.
15. Click in the ‘Protect variant’ field to place a 
check mark.  This will ensure that no one can 
changed your variant.
16.  Click the save icon      .
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Tips & Tricks #10
CREATING A VARIANT

You will receive the message that your variant 
was saved.
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Tips & Tricks #11
SELECTING YOUR VARIANT

1.  To retrieve your variant, click on the Get 
Variant icon        .
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Tips & Tricks #11
SELECTING YOUR VARIANT

2.  Double-click on the variant you created.
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Tips & Tricks #11
SELECTING YOUR VARIANT

3.  Now you are ready to enter the period you 
wish to approve time for.
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Tips & Tricks #11
SELECTING YOUR VARIANT

Note:  After the first initial time that you 
retrieve your variant, the variant will be 
displayed on the application toolbar for 
easy access.  


